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Noi dung

‘ Gi&i thiéu vé PowerPoint 2010

‘ Soan thao nodi dung Slide

‘ Cheén cac ddi twong: Am thanh, hinh anh, video

‘ Slide Master & Layout

‘ Thiét Iap ché dd trinh chiéu
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Gigi thiéu PPT 2010

= CO6 nhiéu trang, moi trang goi |a mét Slide
= Puodi: PPTX cho 2007/2010, PPT cho 2003

= Muc dich: trinh chiéu (dao tao, gi&i thiéu san
pham...)
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Man hinh PPT 2010
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Cac thao tac vai File PPT
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e A Ghi file PPT hién hanh
H Save
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Ghi file PPT vé&i tén khac

 Close M& file PPT d3 ¢
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Pong file PPT hién hanh
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Print \‘ Tao mai file PPT

Save & Send
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Gigdi thieu cac menu (ribbon)

= Home: chtra céc nut Iénh thwérng xuyén nhat

Ngan lenh thec ngir canh

Cac ngan chwra lenh (Tabs)
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Gigdi thieu cac menu (ribbon)

= Design: kich cé trang, hwéng, mau cho slide

®| Slide_PowerPoint_2010.pptx - Microsoft PowerPaint Drawing Tools o@ B
mJﬁume Inset  Design | Transitions  Animations  SlideShow  Review  View Format mﬂ
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bl L NENRAN | |wmmmEm || Seenely [ Hide Background Graphics
Setup Orientation+ | 5 — g @Effects'

Page Setup Themes Background i

= Transitions: thiét 1ap hiéu ng khi chuyén Slide

®| Slide_PowerPoint_2010.pptx - Microsoft PowerPaint DrawingTools @ B
EJGme Insert  Design | Transitions | Animations  Slide Show  Review  View Format ﬁe

' gﬁLSnund: [NoSound] +  Advance Slide
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Gigdi thieu cac menu (ribbon)

= Animations: tao hiéu trng cho cac doi twong

|E| H -0 |? Slide_PowerPoint_2010.pptx - Microsoft PowerPoint Drawing Tools

=1
“_Hnme Inset  Design  Transitions | Animations | SlideShow  Review  View Farmat ﬁg
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Preview Animation Advanced Animation Timing

= Slide Show: thiét 1ap ché dé trinh chieu

|E| H -9 |= Slide_PowerPoint_2010.pptx - Microsoft PowerPoint Drawing Tools

MJnme Insert Design Transitions Animations Slide Show Review View Format
Play Narrations Resolution:  Use Current Resolution =
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Beginning Current Slide  Slide Show Slide Show = | Slide Show Slide  Timings  Show<  [¥) Show Media Controls | [T Use Presenter View

Start Slide Show 5et Lp Monitors
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Gigdi thieu cac menu (ribbon)

= Review: Kiém tra va thém chu thich

|E|| H -0 |? Slide_PowerPoint_2010.pptx - Microsoft PowerPoint Drawing Tools

m_l-lnme Insert Design Transitions Animations Slide Show Review Vi Format
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Spelling Research Thesaurus | Translate Language Mew Edit  Delete Previous MNext | Compare Accept Reject End
- - Markup| Comment Comment - _j Reviewing Pane peyjew
Proofing Language Comments Compare

= View: thay doi cac ché dé hién th

|E|| H -9 |? Slide_PowerPoint_2010.pptx - Microsoft PowerPoint Drawing Tools

m_l-lnme Insert Design Transitions Animations Slide Show Review View Format
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Cac budc tao bai trinh chiéu

Tao file m@i (File -> New)

AV

Chon Template, Theme, hoac dinh dang Slide Master va layout

s

Tao cac Sections

<

Thém cac slide (new slide)

Q-

Nhap ndi dung va dinh dang (Text)

<

Chén cac déi twong: hinh anh, phim, chir nghé thuét...., dinh dang va can chinh.

<

’

(o]

Tao cac hiéu rng cho cac doi twong trong cac Slide

<

Tao cac hiéu &rng khi chuyén Slide

N/

Xuat ban ra cic dung khéc (PDF, Video,...)
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Nhap noi dung TEXT

Nhap div liéu text cho slide (giong nhw TextBox
trong Word)

Pinh dang dir liéu text (giong Word)

o Dinh dang Font chi¥
o Dinh dang Paragraph

|l$} Text Direction ~

Layout - i — e _
| | = Lay Arial s - A ®m [Eli=E EmE e
By Reset (=] Align Text =
New 8 AV, pav | A~ .E == | EE-
Slide = ) sedtion - B I U abe 257 Aa — % - — = | == %Cnnuerttn Smartart -
Slides Font Paragraph =

o Thiét 1ap mau co san cho TextBox
&y shape Fill

[Abc] [Ach [Abc] - & Shape Qutline -
= | = Shape Effects =
e

Shape Styles
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Chen hinh anh

Chon Insert -> Picture

Hién thi hop hoi thoai cho phép chon file anh

Chon anh can chén

Sau khi anh dwoc chén vao slide thi phai di
chuyeén, thay doi kich thwé'c cho phu hop.
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Chen am thanh

Chon Insert -> Audio

Hién thi hop hoi thoai cho phép chon file am
thanh

Chon file am thanh can chén
Am thanh sé dwoc chén vao Slide

o Vidu: Kich vao biéu twong cailoa " - dé nghe bai 1 tiéng
anh thwong mai
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Chen Video

Chon Insert -> Video
Hién thi hép héi thoai cho phép chon file Video
Chon File Video can chén

Sau k’hi Video chyc chen vao slide thi phai di
chuyén, thay doi kich thwéc, hoac cat cho phu
hop.
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Chén db thi (Chart)

Chon Insert -> Chart

Chon loai do thi

Nhap dir lieu cho Categories va Series
Pong dir lieu excel

® SO lwgng ban

Thang 1 Thang 2 Thang 3
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Chen hanh dong

Nhay vé Slide Néi dung

Mé trang chu bao Vnexpress

Dich chuyén trang t&i va lui

<

tieng Vo tay

Bat
Bat tieng Bomb

=)

Action on click,

21
Mouse iZlick, | Maouse et I

(8 Miane
" Hyvperlink ko
|Mext Slide

i Run prograrm:

Rl macros

£ Objeck ackion:

[ Play sound:
I[N-:u Sound]
[ Highlight: click

=

=
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http://vnexpress.net/

Chinh sua cac doi tuong

= Chon doi twong can chinh stra
= Kich dap chudt vao doi twong da chon

= Str dung thanh cdng cu ngir canh Format dé sira
J y

cA0 DANG LY TU TRONG

| | | |
Point
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Slide Master

= Chon View -> Slide Master

| E 99 K- |= Presentationl - Microsoft PowerPoint m o B R
.HH Slide Master Home Insert Transitions Animations Review View Format ] 0
s e =
P By [ Delete ) Aa B colors - ? 3 =
T B Title a @ Background Styles = _
= Ll ot =

@ Rename
Insert Slide Insert Master Insert Footers | Themes [C]] Hide Background Graphics Page Slide Close
Master  Layout [ Preserve Layout Placeholder ~ < @Eﬂeds T Setup Orientation~ | Master View
Edit Master Master Layout Edit Theme Background [F} Page Setup Close

Chick t2 adit Mastar title styls %

Click to edit Master title style
®

* Click to edit Master text styles

— Second level

* Third Ievell
— Fourth level
» Fifth level

o

&
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Layout

Sau khi dinh dang cho Master Slide, thi cac
Layout sé hién ra

Chon mét so kiéu Layout dé thay doi, con lai cé
thé xéa di néu khong str dung

Xong kich vao nat = dé quay vé ché do

Master Vie

normal -
Chon New Slide
Chi ra layout (anh xa déen 1 trong cac Layout)
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Tao hiéu i'ng (Animations)

None

Entrance: khi méi X

Entrance
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m a n h Fulse Color Pulse Teeter spin Grow/Shrink  Desaturate Darken Lighten
¢ ook ok e ok K A X

Transparency Object Color Complemen... Line Color Fill Colar Erush Color Font Color Underline

Exit: khi két thac - . .
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Lines Arcs Turns Shapes Loops Custom Path

More Entrance Effects...

More... : tuy chon
nhiéu hon

More Emphasis Effects...
More Exit Effects...
More Motion Paths...

Rk R
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Vi du: Entrance

Hiéu irng Entrance — Appear
Hiéu rng Entrance — Fade
Hiéu trng Entrance — Fly In

Hiéu trng Entrance — Float In
Hiéu trng Entrance — Split
Hiéu irng Entrance — Fly In — By Word — Top

Hiéu trng Entrance — Fly In — By Letter — Right
Hiéu irng Entrance — Bounce
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Hiéu
Hiéu
Hiéu
Hiéu
Hiéu
Hiéu
Hiéu
Hiéu

Vi du: Emphasic

trng Em
trng Em
trng Em
trng Em
trng Em
trng Em
trng Em
trng Em

D
0
D
D
D
D
0
D

nasic — Pulse

nasic — Color Pulse

nasic — Teeter

nasic — Grow/Shink

nasic — Spin

nasic — Object color

nasic — Complemental color

nasic — Underline
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Vi du: Exit

Hiéu rng Exit — Disappear
Hiéu rng Exit — Fade

Hiéu trng Exit — Fly Out

Hiéu trng Exit — Split

Hiéu trng Exit — Wheel

Hiéu trng Exit — Shrink & Turn
Hiéu trng EXxit — Swivel

Hiéu trng EXxit — Underline
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Vi du: motion path

THO: TRON
M O 16: VUONG
(=, BONG:TY DO

o9
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Vi du: motion path

THO: TRON
M O 16: VUONG
(=, BONG:TY DO

o9
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Vi du: Trigger

Dog

' Click to Pet that you_ like...

Cat
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TRANSITION

[
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Chon hiéu irng chuyén trang

& 9 & 5 Wl ¥ .

(L None Fade Push Wipe Split Reveal  RandomBars  Shape Uncover -
Thiét 1ap cach thirc chuyén trang
:EL Sound: [Mo Sound] * Advance 5lide
& Duration: 01.00 = | [¥] On Mouse Click
Effect "
Options = | s Apply To All After D0:00.00
Timing
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[ 4

Thiéet lap trinh chieu

» Tir Slide dau tién (F5) -

Eeginning

"@'

Current slide

= Tw Slide hién hanh (Shift F5)

. . X s ng K 2
= Trinh chiéu chi mot so6 Slide -

Slide Show

= CA&c tuy chon trinh chiéu khac =

Set Up
Slide Show

ﬁ Home Insert Design Transitions Animations Slide Show Review View

—Qj _.'J ? E‘D‘ T%iJ “— @ }\‘9 V| Play Narrations

= V] Use Timings

@l Resolution: Use Current Resolution ~

v

From From Broadcast  Custom SetUp Hide Rehearse Record Slide . .
Beginning Current Slide  Slide Show Slide Show = | Slide Show Slide  Timings  Show~ Show Media Controls | [T] Use Presenter View
\( Start Slide Show Set Up Monitors
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Cat Video, Audio, Hinh anh

g B
<lI »I '>I Ios:o?.z:’dﬂgie
[ ox 1 conce | 5
= Cat Audio: dung chirc nang TRIM Audio R
= Cat anh: dung chirc nang Screenshot e

Chu y: dé cét Video, Audio, Hinh énh ta c6 thé ding
cac phan mém khac.
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BAI GIANG

XIN CHAN THANH CAM ON
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